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PERMANENT DOCUMENTS

Permanent documents include the most recent signed version of the completed
Sponsor/Provider Agreement, the Pre-Approval Visit form, and the 4-week follow-up visit form.

Day care home (DCH) providers are required to complete the Sponsor/Provider
Agreement during the pre-approval review and before beginning participation in the
CACFP.

DCH providers must retain their copy of the Sponsor/Provider Agreement and have it
readily available for review at the time of a review.

Previously completed Sponsor/Provider Application, Agreements and Addendums, and
Pre-enroliment forms must be kept in accordance with record retention requirements of
three (3) federal fiscal years, plus the current federal fiscal year.

During the pre-approval review and annually thereafter, the sponsoring organization
must train the provider on the responsibilities and requirements of both parties as stated
in the Sponsor/Provider Agreement.

A DCH provider who moves, changes the location where care will be provided, makes
changes their legal name, changes meal times, or operating hours must complete a
Change In Information form and submit a revised registration to the sponsoring
organization. The Change In Information form becomes a part of the Sponsor/Provider
Agreement.

The Sponsor/Provider Agreement and the Change In Information form are located on the
CACFP website: www.bestbeginnings.mt.gov.
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